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To insert a file quickly -  

Select Insert menu > Media >  
Browse to find the file.  
 

Media files (video, sound, 
flipcharts) will be embedded 
automatically. You are not given 
options for embedding or 
controlling the file using this 
method.  

Videos start automatically when page is 
opened.  To get the play controls, mouse 
over the video itself.  
 
Tip – Use “Take a Snapshot” tool to get a 
picture of a slide.  
 

NOTE: If your Snapshot is black, you need to -  
• Right-click on desktop  
• Click Properties  
• Click Settings tab  
• Click Advances button  
• Click Troubleshoot tab  
• Change Hardware Acceleration to just below 1/2  
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• Click OK  
 

Click Design Mode to get resizing 
handles.  
 

 

 
 

 
 

dio files will have sound icon.  

lick the icon to start the sound.   

ed on the page.  NOTE: Play, Stop, and 
olume.  

e to stop the audio.  

 
 
 
Au
  
C
 
The Sound Controller launches. It can be 
reposition
V
 
After the sound file is played, a new icon appears 

next to the Design Mode icon. You can click her
 
 
 

Links to video, audio, and data files, as 
well as web links, may be inserted into a 
page.  
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Links to Website 

When you insert the link as an 
Action Object in Design Mode, you 
will see the link object. It will be 
invisible in Presentation Mode. 
 
NOTE: Pick Existing Object and the 
Browse button is activated so that 
you can pick on object on the page.    
 
 

 
Links can be added… 
 

As Text 

As an Existing Object 

As an Image icon 
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Links to Website 

As an Action Object: 
 

Action Object in Design Mode, you will 
see the link object. It will be invisible 
in Presentation Mode 
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Links to Files  
When you insert a link to a video file, you 
have more options than with Insert Media.  
 
How the file is displayed;  
How it's stored;  
And, with multimedia, how it is controlled 
or played.  
 
 

 
 
Links to File  
A "Select File" window opens. Browse to 
select the file.  
 
NOTE: You can change the selection at any 
time by clicking on the box next to the file 
path and name.  
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Links to File  

How file is Displayed:  
 Text  
 Image Icon  
 Action Object  
 Existing Object  

NOTE: When you insert the link as an 
Action Object in Design Mode, you 
will see the link object. It will be 
invisible in Presentation Mode.  
Pick Existing Object and the 
Browse button is activated so that 
you can pick on object on the page. 

  



Promethean Level 2 Beyond Basics.doc 

 9  11/1/2011 

 

wennerr Page 



Promethean Level 2 Beyond Basics.doc 

10  11/1/2011 

 

Links to File Continued (How is it 
Displayed) 
 

Placeholder option allows you to 
pick a frame of the video.When you 
select Placeholder, the change 
placeholder image (at the bottom 
of the page) becomes available. 
 

NOTE: Not all video formats work 
with Placeholder. These Video files 
format may be added as 
placeholders: .avi , .flv (Flash), .gif 
(Animated Gif), .swf, .wmv 

 
How file is stored:  

 • Externally - creates a link to the file; 
keeps file size smaller but don't use 
this choice if you plan to share your 
flipchart.  

 • In flipchart - embeds the file; makes 
flipchart file larger, but when you 
move or share the flipchart, the file 
goes with it.  

 
File and directory in flipchart - adds the 
file and directory to the flipchart 
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Links to File 
 
How Multimedia files are played: 

Autoplay - file plays as soon as you go to 
the page 
 
Loop - file plays repeatedly until stopped 
Controller - allows you to pause, start and 
stop.  

 
 
 

 
 
Click to start video 
  
Tip - Use Take a Snapshot to get a picture of a 
slide. 
Change Placeholder will replace the slide that 
appears on the screen. 
  
NOTE: If your Snapshot is black, you need to - 

 Right-click on desktop 
 Click Properties 
 Click Settings tab 
 Click Advances button 
 Click Troubleshoot tab 
 Change Hardware Acceleration to just      

below 1/2. 
 Click OK 
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The Object Browser allows you to easily 
view all objects on a page: the position 
and if the object is locked or hidden.  
When an object is chosen, a menu icon 
will appear in the browser next to the 
selected object. This menu is the same 
menu in the Marquee Handles Toolbar 
Menu and the right-click menu.  
The following page will be used to 
demonstrate ordering, layering, and 
locking/unlocking objects.  
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Layers - Top Layer  
You can see how different types of objects 
are listed in the Object Browser. There are 
several items created when the pen was 
used to write 'Top Layer' because a new 
object is created every time the ActivPen 
loses contact with the board.  
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Hide the words behind the picture. 
 
Change the stacking order of the 
picture so that it is on top of the text. 
 
Change the stacking order of the 
words so that they are pulled out in a 
certain order.  
 
Lock the picture. 
 
Place the words in a pile behind the  
picture. 
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The first three blue balls were made using the 
pen tool at the largest width setting (creating 
annotations).  
The annotation, by default, goes to the top 
layer and the text goes to the middle layer. 
Therefore, the annotations are on top of the 
text.  
The fourth ball was made with the shape tool, 
which goes into the middle layer. You can 
change the stacking order so that it is on top 
of the text.  
Understanding layers and stacking order is 
necessary when creating actions and special 
effects.   

 
 
 

If you drag a picture or object to the 
background layer, the only way to delete it is 
to drag it to another layer in the Object 
Browser. Then you can delete it.  
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Magic Ink creates an annotation object that can be moved around the screen. 
There are six pictures to reveal. 
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Property Browser  
Properties of an object or page can be viewed 
and/or changed using the Property Browser.  
 
Options change depending on what is selected.  
 
Use when creating actions.  
 
TIP: Name a group so that you can create an 
action that applies to the group.  
Appearance - Specifies layer object is on   
Depth - indicates stacking order - can't be 
changed here.  
NOTE: The Property Browser offers more 

options - Outline, Fill, and Background areas.  
 
 

 
 
Creating Captions 

Mouse over the large bass clef to show 
the tooltip. Then, follow the directions on 
the page to create a tooltip. 
NOTE: Items that are locked won't show 
a tooltip. 
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Example  
 
 
 
 
 
 

 

ery Important: The stacking order 
e 

ote:  You can find sounds in the 
er 

 
 
 
 

 
 
 
 
 
 
V
of the container needs to be below th
object to be contained.  
 
 
N
Shared Promethean Resource Fold
on the District Wide Public Drive.  
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Example of 
containers that 
can hold many 
objects.  
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Sound Recorder requires having a 
microphone connected to your 
computer.  

Click the sound icon to play the 
recorded sound.  
 
Click the turkey to play a sound 
downloaded from the Internet. 
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Sound Recorder 

Default Method:  ActivInspire places 
the recording on the page as a sound 
icon. The file will only be on the 
flipchart page, and not saved as a 
separate file for later use. 
 

Note: The Record button changes to a 
pause button so that you can pause and 
then resume your recording. 

 
 
 
 
 
 
 

The default setting is 'Add to 
Flipchart'. 
 
The Sound Controller can be hidden by 
unchecking 'Show Sound Controller' in 
Settings > Multimedia. 
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If 'Save to Disk' or 'Both' has been 
chosen, when you stop recording, you will 
be asked where you want to save the file. 
The sound icon will appear on the page if 
'Both' has been chosen. If 'Save to Disk' 
is chosen, the file is saved to the location 
that was chosen and will need to be 
added to the flipchart. 
 

 


